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Section 1: Introduction

Overview

The Third Party Liability (TPL) Operating Procedures Manual provides team
members the information needed to carry out the responsibilities of the Department.
There are three TPL volumes that provide information about the following:

* Introduction to the department, functions, and eligibility information are in
Volume I

» Health Unit procedures are in Volume II
* Casualty Unit procedures are in Volume III

This manual enables the department to train new team members and is a valuable
resource to existing team members.

TPL Functions

Federal regulations and state statutes mandate cost-containment measures for state
health care programs.

Two cost-containment methods are used:

* Cost avoidance includes using claim edits, HIPP, and Buy-In. Although the
Buy-In function is part of the TPL department responsibilities, there is a
separate Buy-In Operating Procedures Manual. Refer to that manual for
specifics about the Buy-In program.

» Cost recovery includes pay and chase and casualty recoveries

The cost avoidance method denies claim payment when third party resources exist, or
pays only the portion that remains after all other resources are applied.

The cost recovery method pays the claim initially and then bills the third party. The
Indiana Health Coverage Programs (IHCP) must pay claims when third party
information is unknown at the time the claim is processed, or when the claim meets
specific criteria, based on federal mandates. The IHCP bills the third party, called
pay and chase, after processing. This recovery process is subcontracted to Health
Management Systems (HMS). When there is potential TPL for an accident or injury
involving an IHCP member, the IHCP pays for the services rendered. Its Casualty
Unit works with other insurance carriers and attorneys to recover reimbursement from
the responsible third party.

To comply with Public Law 101-508, Omnibus Budget Reconciliation Act (OBRA) of
1990, Section 4402, the IHCP implemented a program allowing payment of
employer-based group health insurance premiums when it is more cost-effective than
assuming all medical expenses for the member. This is called the HIPP program and
is administered by the Casualty Unit.
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System edits used during claim processing, ongoing research, third party liability
(TPL) system updates, data matches, leads from outside sources, and an aggressive
approach to timely recovery, assist the TPL Department with the IHCP cost
containment objectives.

Goals and Objectives
The IHCP and the TPL Department have established the following goals and
objectives:

» Comply with all federal regulations, State statues, and applicable court
decisions related to third party liability

» Maintain staff to carry out the responsibilities and tasks outlined in this manual

* Ensure the quality and accuracy of case research and third party file system
updates for maximum cost-avoidance and recovery

* Receive and reconcile accounts receivable data in a timely manner

1-2 Library Reference Number: CLTP10001 — Volume [
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Section 2: RFP Requirements

42.800 — Third-Party Liability Services

42.810 — Overview

TPL business functions ensure the IHCP is the payor of last resort. Processes in this
business function include researching, identifying, and invoicing other payment
resources such as private insurance and Medicare for services provided to the IHCP
members.

TPL activity occurs both before and after payment of claims. If TPL resources are
identified during claims processing, the claim will not pay unless the third-party
resource has been billed and the claim is submitted with evidence of third-party
payment or denial. This is referred to as cost-avoidance.

Post-payment recovery activities, referred to as pay-and-chase, focus on invoicing
third-party resources after payment of a claim. The TPL Department is responsible
for the collection of TPL casualty dollars. Recovery of health insurance claims is
subcontracted to Health Management Systems (HMS).

Processes that support the TPL business function are as follows:
* Identify third-party resources available to the IHCP-eligible members

» Avoid paying claims for members with active third-party coverage on file when
a TPL payment is not indicated

» Maintain various files containing third-party resource information and update
files through data matches with other government programs and private
insurance carriers

» Recover funds, also known as retro billing, from providers or other payors when
third-party resources are identified after payments are made in error, or are in
accordance with pay-and-chase regulations

 Establish TPL casualty cases for third-party resources identified after payment
* Recover funds due the State through casualty cases

 Pay the premiums for private health insurance through the Health Insurance
Premium Payment (HIPP) program when it is more cost-effective than
providing full medical benefits coverage

* Support OBRA 93 requirements for the medical child support program

* Manage the program to consistently ensure cost-effectiveness

42.810.1 — Business Objectives
The TPL business function is designed to meet three objectives:
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Ensure the IHCP is the payor of last resort
Coordinate benefits with other payors
Recover funds due the IHCP

42.820 — System Support
In support of TPL staff functions, the Indiana4/M system allows the following:

Provides the ability to search for a member’s TPL coverage information using
the member’s RID number or insurer’s carrier number assigned by the
contractor

Stores relevant Medicare coverage information, including Part A or Part B
designation and effective dates of coverage

Stores multiple instances of third-party payors for each member, including
policy number, carrier number, group number, employer information,
policyholder’s information, and the services covered

Identifies paid claims that are eligible for post-payment recovery, generates
claim facsimiles for submission to insurance carriers, and establishes TPL
accounts receivable to track recoveries

Provides the ability to add, update, and delete TPL resource information
Provides the ability to create, track, and close TPL accounts receivable

Supports billing in all media specified by the State and available by the selected
carrier

Provides the ability to track information for TPL-related correspondence such as
send date, receipt date, sent-to address

Tracks information to support the HIPP program, including relevant member
information, relevant carrier information, HIPP cost-effectiveness calculations,
expenditure information, and so forth

Supports the establishment, tracking, and updating of casualty case liens
Produces TPL reports

Receives TPL resource information from ICES and transmits TPL resource
information to ICES

Performs external, cost-effective data matches with the following:

State police motor vehicle accident report file

Patient Compensation Board malpractice suit file

Department of Defense Eligibility and Enrollment Reporting System (DEERS)

Performs internal data matches against claims paid with an accident or trauma
procedure code

Library Reference Number: CLTP10001 — Volume [
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42.830 — State and Contractor Responsibilities

Operations responsibilities for the TPL business function are presented in the

Section 2: RFP Requirements

following table, Table 2.1 — TPL State Responsibilities. The State reserves the right
to waive the review and approval of contractor work products.

Table 2.1 — TPL State Responsibilities

State Responsibilities

TPS-1

Review and approve implementation of contractor-developed
TPL policies and procedures.

TPS-2

Collect initial third-party resource information from all sources
for all members via ICES.

TPS-3

Specify, with CMS approval, coverage types to be cost-
avoided, paid, and recovered, and change this specification
when appropriate.

TPS-4

Approve changes to cost-avoidance and recovery policies.

TPS-5

Assist the contractor with working out data exchange
arrangements with insurance carriers and governmental
agencies and performing data exchanges.

The contractor’s responsibilities are presented in the following table, Table 2.2 —

TPL Contractor Responsibilities.

Table 2.2 — TPL Contractor Responsibilities

Contractor Responsibilities

TPC-1

Develop policies and procedures for, and perform, TPL
activities, including proper establishment of data for
prepayment cost-avoidance and post-payment resource
identification and recovery activities; all policies and
procedures must adhere to applicable State and federal
guidelines.

TPC-2

Perform online updates to the TPL Carrier file and to TPL
accounts receivable.

TPC-3

Research potential and update existing casualty cases.

TPC-4

Respond to TPL inquiries from State agencies.

TPC-5

Maintain accurate TPL information, including discovery,
identification, verification, and gathering of additional
information from all sources.

TPC-6

Perform follow-up, verification, and system updates for
changes to recipient TPL coverage identified through the 7PL-
0023, TPL Suspect Report, or through the retro-billing process
within 20 days of receipt.

Library Reference Number: CLTP10001 — Volume I
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Table 2.2 — TPL Contractor Responsibilities

Contractor Responsibilities

TPC-7 Perform regularly scheduled quality reviews to ensure
Indiana4/M and the associated manual processes are working to
ensure the IHCP is the payor of last resort. Make
recommendations to the OMPP to improve the overall TPL
collection processes.

TPC-8 Identify, investigate, and report TPL resources that are either
denied or below a State-established percentage of the billed
amount.

TPC-9 Perform follow-up and verification of changes to member TPL

coverage identified through all sources, including during claims
processing, from county- or State-provided information, or
through data matches. Record all verified changes using the
TPL windows.

TPC-10 Add TPL resource update information received by phone from
caseworkers, the State, or private insurance carriers as it is
received.

TPC-11 Make updates to TPL resource information within 20 business
days of receipt in the mailroom. The contractor must use a
tracking process to monitor this requirement.

TPC-12 Make online and batch updates to the TPL resource file on a
monthly basis to TPL data.

TPC-13 Maintain mappings between types of TPL coverage and
covered services for cost-avoidance. Review the edit logic on
an annual basis to ensure logic is efficient, effective, and in-line
with industry standards. Submit recommended changes to the
State for approval.

TPC-14 Initiate and track post-payment recovery actions from carriers
for claims paid to providers that demonstrated a good-faith
effort to collect from a known third-party resource but did not
receive payment.

TPC-15 Process third-party financial recoveries.

TPC-16 Establish accounts receivable for TPL recoveries.

TPC-17 Follow established check-handling procedures for all TPL
carrier checks reviewed, including logging, applying CCNss,
copying, and so forth.

TPC-18 Deposit all checks received within 24 hours of receipt.

TPC-19 Log, track, and correctly disposition received TPL recoveries
into Indiana4/M using the appropriate windows.

TPC-20 Research and resolve non-dispositioned checks that the
contractor is responsible.

TPC-21 Use staff knowledgeable about TPL policies, procedures, and

2-4 Library Reference Number: CLTP10001 — Volume [
Revision Date: August 2004
Version: 3.0



TPL Operating Procedures Volume I

Table 2.2 — TPL Contractor Responsibilities

Contractor Responsibilities

regulations, for example, OBRA-93, in the performance of the
requirements set forth in this RFP.

TPC-22

Report to the State on a monthly basis a summary of the TPL
recovery activities performed and collections received.
Reporting of retro-billing information should include a
summary of the retro-billing, total collected, and outstanding
accounts receivable balance.

TPC-23

Research and conduct analyses of collection trends over time.
Include qualitative analyses, including overall Medicaid and
insurance trends. Based on analysis make recommendations to
the OMPP about future program and policy changes and
enhancements.

TPC-24

Perform post-payment investigations of potential casualty and
liability cases on a weekly basis and denied and low-dollar TPL
claim recoveries on a monthly basis.

TPC-25

Perform ongoing follow-up action on aged accounts receivable.

TPC-26

Identify eligible HIPP cases by performing a cost-effectiveness
analysis of private insurance policies available to recipients. If
payment of the policy is determined to be cost-effective, the
contractor shall ensure that premium payments are made. Cost-
effective cases must be tracked monthly to confirm continued
eligibility, including continued fee-for-service eligibility.

Cases must be reviewed annually to confirm continued cost-
effectiveness.

TPC-27

Maintain statistical data identifying the number of HIPP
members and dollars expended.

TPC-28

Prepare an annual report that includes a statistical analysis of
HIPP members served and estimated cost savings. The report
must include a recommendation concerning continued use or

modification of the cost-effectiveness formula.

TPC-29

Produce TPL inquiry letters to attorneys, providers, carriers,
and other parties as needed.

TPC-30

Deliver all reports in accordance with the schedule and
distribution list.

TPC-31

Develop, maintain, and submit to the State the TPL operations
procedures manual. Updates to this manual must be distributed
to the State within three business days following State approval.

TPC-32

Schedule and prepare agendas for TPL meetings with State
staff. Meetings will be held regularly. Record and distribute
meeting minutes for all TPL meetings with State staff within
five business days.

TPC-33

Perform related litigation and administrative hearing activities

Library Reference Number: CLTP10001 — Volume I
Revision Date: August 2004

Version: 3.0
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Table 2.2 — TPL Contractor Responsibilities

Contractor Responsibilities

such as providing testimony, documentation, and so forth, as

needed.

TPC-34 Establish and pursue recovery of liens as necessary for casualty
cases.

TPC-35 Research, resolve, and accurately respond to all written TPL

inquiries, as directed by the State. Responses to inquiries from
government officials are required within three business days of
receipt. All other inquiries require a response within ten
business days of receipt.

TPC-36 Provide toll-free telephone lines for Indiana and contiguous
states dedicated to TPL purposes.

TPC-37 Maintain a sufficient number of telephone lines, for Indiana and
the contiguous states, and personnel to staff the lines so that:

* Ninety-five percent of all calls are answered on or before the
fourth ring
* No more than five percent of incoming calls ring busy

* Ninety-five percent of calls are answered by a live person within
two minutes. Hold time must not exceed two minutes

* Average hold time must not exceed 30 seconds

* Call length is sufficient to ensure adequate information is given
to the caller

TPC-38 Staff TPL toll-free phone lines from 8 a.m. to 12 p.m. and 1

p.m. to 5 p.m., local time, Monday through Friday, excluding

State holidays.

TPC-39 Provide reports to monitor compliance with all TPL
requirements.

TPC-40 Communicate with the attorneys, recipients, liable parties, and

others involved in a casualty case, as needed.

TPC-41 Perform post-payment investigations of potential and
established casualty liability cases every six months or as
needed. Review 90 percent of all case reviews within the
calendar month the case review is scheduled. Review the
remaining 10 percent of the case reviews within the month
following the originally scheduled review month.

TPC-42 Provide legal support, in coordination with FSSA legal staff
and the Attorney General's office, as necessary for subrogation
and to handle inquiries from attorneys representing recipients
and so forth.

TPC-43 Prepare and provide all necessary data to assist the State in
completing the IHCP State Agency Third-Party Liability (TPL)
Inventory form (CMS-64 report).

TPC-44 Provide birth expenditures information to the DFC offices

2-6 Library Reference Number: CLTP10001 — Volume [
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Table 2.2 — TPL Contractor Responsibilities

Contractor Responsibilities

within ten days of request. The information must be presented
in a readable, user-friendly format.

TPC-45

Identify and pursue private insurance coverage for recipients
when a non-custodial parent has been court-ordered to provide
insurance when available. Identify employed non-custodial
parents through data matches and generate letters to employers
requiring them to enroll the child in their parent’s insurance
plan. Track compliance.

TPC-46

Update IndianaAd/M to reflect TPL Medicare criteria and other
TPL edit changes on an ongoing basis or as determined
necessary by the State.

TPC-47

Resolve claims payment issues related to TPL.

TPC-48

Update Indiana4/M when Medicare coverage is verified for an
IHCP member.

TPC-49

Develop procedures for initiating adjustment requests when
claim-specific TPL resources are received, for example, no TPL
payment on the original claim.

TPC-50

Review HCPCS updates for TPL edit coverage criteria.

TPC-51

Update TPL edit coverage criteria as needed.

TPC-52

Use CCN batch ranges to identify TPL check receipts for
outstanding accounts receivable. TPL threshold calculations
only use receipts entered using these TPL-defined batch ranges.
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Section 3: Organization and Staffing

Overview

The TPL Department works with the OMPP to provide a high level of cost avoidance
and recovery in compliance with the CMS rules and regulations. The following
sections identify the TPL positions and provide a brief description of the
responsibilities.

TPL Director

The TPL director is responsible for staff and daily operation of the department.
Responsibilities are as follows:

 Direct production and distribution of required reports

 Direct recoupment from third parties who are liable for medical expenses
previously paid by the IHCP

» Monitor data collection and maintenance activities for the IHCP members with
other health insurance resources

* Prepare for and attend the monthly OMPP status meeting

» Review and recommend changes or enhancements to TPL policy, procedures,
edits, audits, and reporting

» Review requests for TPL reimbursements

* Serve as the liaison with the OMPP staff

TPL Attorney

The TPL attorney assists with the complicated TPL cases and with other legal
concerns. Responsibilities are as follows:

» Review special interest cases

+ File disciplinary action and make court appearances

» Review impact of new and pending legislation to TPL activities and procedures
» Make formal recommendations to the OMPP about needed legislation

» Manage all cases requiring compromise

» Manage all cases of $50,000, or more

Library Reference Number: CLTP10001 — Volume I 3-1
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TPL Supervisor

The TPL supervisor hires, trains, and monitors staff and coordinates TPL Department
projects. Responsibilities are as follows:

Administer all TPL Unit functions

Interview, hire, and train staff

Maintain the TPL Detail Resource and Carrier tables

Maintain the case management and tracking systems

Contact attorneys, insurance carriers, and providers related to TPL issues

Review policies, procedures, and reporting regularly and make
recommendations for changes

Contact state, county, and other government agencies related to TPL issues
Compile monthly and quarterly reports for the OMPP and provide data analysis

Initiate change order (CO) requests that includes writing, testing, and follow-
through

Coordinate updates of TPL edits or edit tables, such as the Medicare B non-
covered table

Develop desk-level procedures for the TPL Department
Compile and analyze statistics for the OMPP

Administer the Health Insurance Premium Payment (HIPP) program

TPL Casualty Analyst
The TPL casualty analyst coordinates collection from attorneys and insurers when
incidents involve the IHCP members and a third party who is liable for medical
expenses. Responsibilities are as follows:

Review and research accident or trauma leads and make initial determination to
pursue

Coordinate collection efforts with county caseworkers, attorneys, and insurance
adjusters

Prepare and files liens, lien amendments, and lien releases
Generate written correspondence, claims data, and reports related to the case

Maintain and manage review of open casualty cases

TPL Health Analyst

The TPL health analyst receives incoming telephone calls about TPL information and
responds to written correspondence. Responsibilities are as follows:

3-2
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Respond to written inquiries, telephone inquiries, and referrals from the OMPP,
county offices of the Division of Family and Children (DFC), and insurance
carriers relative to TPL

Verify insurance coverage for TPL data maintenance

Generate written correspondence and reports related to insurance carrier and
policy data

Update Indiana4/M to show casualty case leads as No further Pursuit when a
member telephone call to the 800 number indicates they will not take legal
action

TPL Eligibility Analyst
The TPL Eligibility Analyst reviews and resolves issues with the ICES and
Indianad/M interface. Responsibilities are as follows:

Review and research eligibility reports to ensure Indiana4/M provides the
correct eligibility information

Contact the county offices to resolve problems with ICES and Indiana4/M
information

Collaborate with Systems Department to resolve system issues

Attend ICES and Indiana4/M Interface meetings with the ICES Project Team to
review and resolve problems

Verify ID card generation updates to ICES
Correspond with the ICES Help Desk about problem cases

Prepare reports, collect statistics, and analyze data

TPL Buy-In Analyst

The TPL Buy-In Analyst researches and resolves problems with the IHCP member’s
eligibility for the Medicare Buy-In program. Responsibilities are as follows:

Initiate Medicare Buy-In for eligible Medicaid members

Correspond with the county DFC office about a member’s Medicare Buy-In
Research and resolve provider inquiries about Medicare claim denials
Request refunds for the State from CMS

Contact Social Security about Medicare discrepancies

Research Medicare Buy-In rejections from CMS

Review Indiana4/M generated reports to resolve Medicare issues

Report Medicare Buy-In information to the State
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Section 4: Eligibility

Overview

The Indiana Client Eligibility System (ICES) passes update information to
Indianad/M daily. There are multiple reports that update, change, and validate
member information. This section describes the reports and how they are generated.
It is the eligibility analyst’s role to work these reports daily.

ICES Eligibility Update Error

An error is reported when the Medicaid eligibility files from ICES overlaps
information that exists in Indiana4/M for the following:

* 590 coverage
* Social Security number
 Date of birth has been changed by more than 60 days

The reported errors appear on the /CES Eligibility Update Error Report. If the date
of birth changes by more than 60 days, it appears on this report as a checkpoint for
validation.

1. Open the OnDemand application and log on. To identify the purpose of an icon
hold the cursor over a specific icon.

.................

& (S@aae MWD PR 8

[

Figure 4.1 — OnDemand Window
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2. The Open Folder window displays on the blank OnDemand window. Highlight
ELG — Reports — Eligibility Reports and click Open.

alaix

fearch fokes (ptions  Window el
Syl o ORI A

Open a Folder
R&, - CLMOT09% - Provider Remittance Advice Open I
Buwln - Reports - Standard Buyin Folder —
- Rep - Claim Slatistics Report r )
- Elinhilty Heports ~ance! |
- Recipient EOMB Letter .
- - Managed Care Reparts Find... |
TPL - Reports - TPL Report
Find Erevious |

Fird [ ext |
Help |

—

[ ]

Figure 4.2 — OnDemand Open Folder Window

3. The ELG — Reports — Search Criteria and Document List window displays.
Figure 4.3 — ELG Reports Search Criteria and Document List Window
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4. Click the Elg-0003D-ICES Elig Update Error Rpt from the drop-down menu.

Figure 4.4 — Search Criteria Drop-Down Box Window

5. Type the start date and the end date in the between field and click Search.

ELGOONGD - KK S iy Update oo Fipt d

e i

Figure 4.5 — Search Window with Report Name and Search Dates
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6. The report requested displays in the Report Name field. Double-click on the
highlighted report to open the report.

FLEG - Bepewts - Search Criteria and Docomest List 2ix]
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& ELG-0003-B - 1CES Elig Update Errer Bpt B3/0%/ 7001

Figure 4.6 — Search Window with Highlighted Report

7. When the report opens click File and then Print.
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TH W BID M4 1zzRGss e bee SSH {ZRGGTID BIRTH DATE ZMZMBIE  CASE § {ZMESEDM WOIKER W
BIRTH DATE 19050113 BATE GF BINTH CHANDE > 60 lmss e

T WD RID IHNZZeSS wem e ik SSH IZHSTED BINTH DATE [UZMSIS  CASE 8 IZISSTEZ WONKER W8
Ere e 20010601 ELIGIBILITY PROSIAN CANNOT OVENLAE 500 FROGRAN  BEJECT SEG

. o

Figure 4.7 — ICES Eligibility Update Error Report
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8. The Print window displays. Click the Print button to print the report.

Print x|

r— Printer

" Local Printer ) Genyen Printer

I\\USIDDXIXUDHTPL on [P_199.42136.28 j Setup... |
— Marginz in Inches

Top Iﬁ B attom Iﬁ Left lﬁ Biight IF

— Drientation
" BestFit ¢ Portrat ¢ Landscape  ( Lse Printer Setting

— Pages Copies
Al Pages J
" Current Page Murnber of Copies |1_
s Select.. | j

Erint I Canhcel | Help |
Figure 4.8 — Print Window

9. Log on to IndianaAIM using the appropriate user ID and password, the first
priority item for review from the ICES Update Report is the Eligibility Cannot
Overlap 590 Program. Priorities are determined by the customer based on

what might have the biggest impact.

'-Jsvstem Logon !EIE
INDIANA AIMLOGON @

Production

Please Enter Your User ID and Password

User ID | I
11,1 I
Password ”
Cancel
Hew Password ||

Figure 4.9 — IndianaA/M Logon Window
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10. On the Main Menu, click Recipient.

Main Menu - Production

File  applications
Indiana Al

Provider | .

Adhoc Reporting

Claims Recipient
Financial Reference
HARS SURS

Prior Authorization Third Party Liability

Managed Care | Security |

Phone Tracking Project Tracking System

Exit IndianaAlM |

Figure 4.10 — Main Menu — Production

11. On the Recipient Search window type the member ID number from the ICES
Update Report in the RID No: field and click Search.

Recipient Search =1o=]
File | Edit  Applications Options  Addtl Options
RID No.: [ 123173123123 PreviousID:[____ 1
Medicare 1D: I:I Case Number: I:I
S5N: IZI Birth Date: 0000700700
Last Name: [ Jj First Name: |
-
-
Hew Select | Exit |

Figure 4.11 — Recipient Search Window
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12. The found members display in the Recipients Found field. At the tool bar, click
Options. From the drop-down menu, click Eligibility. From the slide-out
menu, click Standard. Compare the Effective Date on the Update Report to
the 590 Coverage Date range.

'-JRecipient Search
File Edit Applications Opkions  Addtl Options

RID No.: m Previous ID: :’
Medicare ID: :] Case Number: I:l
SSN: E] Birth Date:
Last Name: | | First Name: ]

HRecipients Found: 1
HID 0 )

23123123123 Doe ~ane 1924/12/24

Hew | | Select I Exit I
Figure 4.12 — Recipient Search Window with Recipients Found
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13. Compare the eligibility dates in ICES to eligibility dates in IndianaAIM before
updating IndianaAIM

J_Jrecipient Eligibility =10] x|
File Edit Applications | Options  Addtl Options
RID Mo_:[123123123173 | Name:[DOF_IANF O I

Health Program E ligibility

Health Effective End
Program Date Date

2000411701 2299412731

2000/08/01 2000409730 Hew Pgm |

Aid Category Eligibility

Aid Effective End Stop
Category Date Date Reason
2004402701 2299/12/31 | Open
u 2003/12/01 2004/01./31
D 2000411701 2003711730 New fid |

Save I Exit |

Figure 4.13 — Recipient Eligibility Window
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14. Minimize the IndianaAIM windows and click the ICES icon to open the ICES
application. At the bottom of the window, at the cursor, type gatewayl and
press Enter.

=i Session A - [24 = 80] 1Ol =]

File Edit Transfer #Appearance Communication Assist Window Help

&= | B | (= &3
Send FRecy Dizplay Color Map Fecord

PrtScrn

STATE OF INDIANA
ACF/WTAM
SYSTEM

A

Cop_l,l F'aste

PRESS EMTER KEY
FOR LOGOM HELF

Connected to remote serverfhost 165, 139,207,2 using port 23

Figure 4.14 — ICES Logon Window
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15. The Entry Validation window displays. Type the user ID and password into the
Identification field and press Enter.

iSession A - [32 x 80]

_|ol x|
File Edit Transfer Appearance Communication Assist  Window Help
E [ [ 3 | | |
. SRR ERN = | B %S| &= |
PrtScrn Copy | Paste Send | Recw Dizplay | Color tap Record | Stop Play Cuit
Entry “Yalidation

Change H % or M3

Bulletins:

EMTER UZERID

Connected ko remote serverfhost 165,139,207, 2 using part 23

Figure 4.15 — Entry Validation Window
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16. The CL/SUPERSESSION Main Menu displays. Tab to /CES and press Enter.

n A - [32 k 80] =101 x|
File Edit Transfer Appearance Communication Assist Window Help
E |3 [ ]
BB o = | % el
Copy | Pash Send | Recw Display | Color Map Fecord Gluit
: e - E =

et
Flay

oo
Stop

Prticm

Figure 4.16 -- CL/ISUPERSESSION Main Menu Window
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17. The View Flash Bulletins window displays.

i Session & - [24 = 80]

: =]
File Edit Transfer Appearance Communication Assist WWindow Help

B B &M =4
Copy | Paste Send | Recw Dizplay | Color bdap

=
Pit5cim

ety
Record

Quit

O!I
Play
1

o)
Stop

PROI

WHEN AN
A RE

 TO

Figure 4.17 — View Flash Bulletins Window

18. Press Enter to display the Welcome to ICES! Selection Menu window. Type

IQES in the NEXT TRAN: field. Type the member ID number in the
PARMS: field and press Enter.

=i Session A - [24 x 80]

=] S
File Edit Transfer Appearance Communication Assist  Window Help

e | B | B
Col tdap
[

Fecord | Stop
E O I
LECTIO

TRAN MEN
CODE HO

{CE THELES

YTROL
(MHD) PERIODIC REPORTING
TION ENTR - ONLINE POLICY MAMUAL
MATNTAIN ADMIN/SUPYVR UNITS (I
xxx USE STGRNOFF %%
#%% PLEASE ENTER THE MUM

THE DESIRED MENLJEE
NEXT TRAN : [ PAR

1060254050799

(Connected ko remote server/host 165,139,207 .2 using port 23

Figure 4.18 — ICES System Selection Menu Window
4-12
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19. The Individual Sorted Eligibility History window displays. Use the PF8§ key to
scroll through the pages until Medicaid (MA) appears in the AG STAT field.
Open in the AG Stat: field and Pass in the Elig Stat: field indicates the
member was eligible for Medicaid during the time frame selected

IQES INDIVIDUAL SORTED ELIGIBILITY HIS

FIRST MI LAST NAME SSN DOB SEX R
MICHELLE 000000000 11998

RECT RID:

AC - --ELIG DATE
CASE NBR  CAT S STAT BEGIN  END FIAT ALTAS
30001659916 03012004 04302004 N

3000168916 02012004 02292004
3000165916 01232004 01312004
3000165916 06012004

3000168916 05012004 05312004
30001658916 E 03012004 04302004

Figure 4.19 — Individual Sorted Eligibility History
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20. After confirming the dates of the IHCP eligibility, maximize the Indianad/M
windows and determine if just the 590 Effective Date/End Date must change

or if the entire 590 period must change. The insurance analyst, with

appropriate security access, can change the Effective Date/End Date of the 590
coverage in Indiana4/M. If the entire 590 period must change, the eligibility
analyst sends an email to INXIX Systems Support to change or remove the
member name, RID number, and the action taken. If Indiana4/M is missing
eligibility segments, contact the ICES project team to complete a reseed to

force ICES to update Indiana4/M.

=i Session A - [24 x 80] : -10] x|

File Edit Transfer Appearance Communication Assist  Window Help

Y EERN SN = | T | e | et
PrtScin Copy | Paste Send | Recv Dizplay | Color Map Record | Stop FPlay Guit
INES INDIVIDUAL SORTED ELIGIBILITY HISTORY

FIRST MI LAST HAME DOB
MICHELLE A LEFFLER 4794 BE171972

CORRECT RID: 1

SEL CO 1ER CAT S b ] ) FIAT ALIAS RID
o 1020 857 MA D B i ‘ nanLzo jlzopl Mo

1 OFEN
160 i4 MA D ©1 OPEN

100 i4 MA D 01 OPEN

15=I0CP ] 17=I01IG 18=T0IM 21=REDAL

Connected to remote serverfhost 165,139,207, 2 using port 23

Figure 4.20 — ICES Eligibility History Window

4-14 Library Reference Number: CLTP10001 — Volume [
Revision Date: August 2004

Version: 3.0



TPL Operating Procedures — Volume I

Section 4: Eligibility

21. The second priority, determined by the customer, for the /CES Eligibility
Update Error Report is SSN Exists for Another Recipient. Log on to
Indianad/M. At the main menu click Recipient to display the Recipient
Search window. Type the Social Security number from the report in the SSN:

field and click Search.

'JRecipient search
File Edit #pplications Options  Addtl Options

RIDMNo:[ ]

Medicare 1D: I:I Case Number: :I
SSN: 1234 -56-7891| Birth D ate:
Last Name: | | First Name: I
Recipients Found: 1
HID 0 ame B [) ate
123123123123 DOE ~JANE 1924/24/24
Hew | Select | Exit |

Figure 4.21 — Recipient Search Window
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22. The Recipient Search window displays the member found in the Recipients
Found field. At the tool bar, click Options. From the drop-down menu, click
Eligibility and the Recipient Eligibility window displays

'JRecipient Search
File Edit Applications Options  Addtl Options

RID Ho.: :] Previous 1D: |:I
Medicare 1D: I: Casze Number: :
SSN: 1234 .56-7891| Birth D ate:
Last Name: [ I First Hame:
FRecipients Found: 1
HID 0 ame B [)a
123123123123 DOE JANE 19242424
New | Select | Exit |

Figure 4.22 — Recipient Search Window Showing Members Found

J Jrecipient Eligibilicy =101 x]

Fle Edit Applications | Options  Addtl Options

RID No.:[123123123123 | Name:[DOE_IANF O ]

Health Program Eligibility

Health Effective End
Program Date Date

2000411401 2299412431

2000/08/01 2000/09/30 Hew Pgm

Aid Category Eligibility
Aid Effective End Stop ‘
Category Date Date Reason
2004702701 22939/12/31 | Open
200312/01
200041101

Figure 4.23 — Recipient Eligibility Window
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23. At the tool bar., click Options and then click Base.. Move the Base window to
view both the Recipient Base and the Recipient Eligibility window.

] l‘JRecipiEnt Base ] |
File Edit Applications Options  Addtl Options
RID Ho.: 123123123123 Active: [YES | Age: Money Grant: [YES vl
Mame: iDOE ] [JANE Ja] Suspect:
Address 1: 123 PUBLIC AVENUE Facility Code:
Address 2: | Alien: |Legal -
City: [ANYTOWN | stateIN | Zip: pooo Race: [I_]]
Birth Date: |1924,24,24 Sew: |[FEMALE ~| Marital Status: IEI
Death Date: |0000/00/00) 55N- E234_55.?391| Ward Code: [NO ~]
County Code: Primary Language: |ENGLISH ~ | ‘ard County: I:I
| Phone: 2112417096 ||
Case Humber: 1234567891 Casze Wa ker: [\W12345 Family Size:
Mext RID Mo. .
[ I Ea =N

Figure 4.24 — Recipient Base Window

J.JRecipient Eligibility o [=[
Fil= Edit Applications | Cptions  AddH Options
RID Ho.:[1Z3123123173 | Name:[DOE_IANF O ]

Health Program Eligibility

Health Effective End
P m Date Date

2000411401 22991231
2000/08/01 2000709430

Aid Category Eligibility

Aid Effective End Stop
Category Date Date Reaszon
2004502401 2299/12/31 | Dpen
2003412401 200401731
2000411401 20037117430

Figure 4.25 — Recipient Eligibility Window
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24. With both windows visible, at the toolbar of one window, click File. From the
drop-down menu, click Print, and then click Screen to print the view showing

both windows.

IJRecipient Search
File Edit Applications Options  Addt] Options

RID Mo.: 123123123123

Previous 10: ]
Case Number: I:l
Birth Date: |DD00/00/00]

Last Mame: |

|| First Name:

Recipientz Found: 1
HID

23123123123 Doe

Birth D ate
Jane 1924/12/24

MHew |

| Select I E xit |

Figure 4.26 — Recipient Search Showing Members Found

25. Return to the Recipient Search window and type the member ID number from
the report into the RID No. field on the Recipient Search window. Click

Search.

26. The Recipient Eligibility window displays. Click Options and click Eligibility
from the drop-down menu. Click Standard from the slide-out menu and the
Recipient Eligibility window displays. Click Options and click Base from the
drop-down menu. Move the Recipient Base window so both windows are
visible. To print the screen showing both windows click File, Print, and then

Screen.
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] Jrecipient Eligibility =100
File Edit Applications | Options  Addtl Options
RID No.:[123123123123 | Hame:[DOE_IANF O ]
Health Program Eligibility
Health Effective End ‘

Program Date Date

2000/11/01 22991 2/31

2000/08/01 2000/09/30

Aid Category Ehgibility

Aid Effective End Stop
Category Date Date Reason

2004/02/01 2299/12/31 | Open

2003412701 2004701731 0

2000411701 |2003/11/30 0 New Aid

Figure 4.27 — Recipient Eligibility Window Showing Effective Dates

] 'JRE(iDiEI’It Base _|EI|5|
File Edit Applicstions Options  Addtl Options
RID No.: [123123123123 Active: Age: Money Grant: [YES v|
Hame: {D0E i [JBNE ||E| Suspect:
Address 1: [123 PUBLIC AVENUE Facility Code: [ |
Address 2: | Alien:
City: [ANYTOWN | SIalE:E Zip: 0000 Race: [1_]
Birth Date: [1924:24/24 Sex: |FEMALE x| Marital Status: EI
Death Date: SSN: 234-55-7391' ward Code:
County Code: Primary Language: Ward County: l:l
| Phone: 2112417096 |
ICase Number: [1234567891 Case Wa ker: [W12345 Family Size:
Mext RID No.

Figure 4.28 — Recipient Base Window Showing RID Number Information

27. Compare the RID number information from Indiana4/M and ICES. If the RID
numbers represent the same member and one of the RID numbers does not
indicate a case number and caseworker, the Social Security number must be
removed from that RID number. Send an e-mail, requesting removal of the
Social Security number to INXIX Systems Support. This allows the active
RID number to pass from ICES and update the SSN. field in Indianad/M. If
both RID numbers have a case number and a caseworker, contact the county
DFC office to link the RID numbers. Refer to the Suspended ICES Recipient
Duplicate procedures in this section.
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Priority three on the report is Date of Birth Change >60 Days. This information
allows verification of member information when a change in the birth date is greater
than 60 days. Use the following steps to verify the date of birth:

1. Log on to Indiana4A/M by typing the user ID and password in the appropriate
fields on the System Logon window.

lJSystem Logon !EI E

Indiana &M

INDIANA AlIM LOGON '

Production

Please Enter Your User ID and Password

User ID I I ’—I
oK
Password II Cancel |
Hew Password II

Figure 4.29 — IndianaA/M Logon Window

2. On the Main Menu — Production window, click Recipient.

Main Menu - Production
File  Applications

Indisna Al

Prior Authonzation Third Party Liability

Adhoc Heporting | Provider |
Claims | | Recipient i
Financial | Reference |
Managed Care | Security |
HMARS | SRS |

| |

| |

Phone Tracking Project Tracking System

Exit IndianafilM |

Figure 4.30 — Main Menu — Production
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3. The Recipient Search window displays. Type the member ID number in the

Section 4: Eligibility

RID No.: field and click Search.

Recipient Search
File | Edit  Applications  Options  Addt Options

=1l x|

RID No.: | 133123123153
Medicare 0: ]
S ——

Case Number: I:I
Birth Date: [0000/00/00)

]| First Name: l

(R

Last Name: |

Hew

| Select | Exit |

Figure 4.31 — Recipient Search Window Showing RID Number

4. The members found are displayed in the Recipients Found field.

lJRecipient Search

RID Mo.: 123123123123]
Medicare ID: I:

S ——

File Edit &pplications Options  Addk Opkions
Proviws 10: ]

Case Number: I:.I
Birth Date: |0000/00/00]

I First Hame: I

Lazt Mame: |
Hecipient: Found: 1
HID D B [ ate
23123123123 Doe ~ane 192412724
Hew | Select Exit |

Figure 4.32 — Recipient Search Window Showing Members Found
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5. On the Recipient Search window, click Options. From the drop-down menu,
click Base and the Recipient Base window displays.

1 'JRecipient Base

=10l
File Edit Applications Options  Addtl Options
RID Mo - [123123123123 Active: [YES ] Age: Money Grant: [YES -l
Name: {DOE I_lJANE IE Suspeck:
Address 1: [123 PUBLIC AVENUE Faciity Code: [ |
Address 2: ‘ Alien
City: [ANYTOWN || Slale:m Zip: @ Race: |
Birth Date: Sex: Marital Status: 0|
Death Date: S5N: @ Ward Code:
County Code: Primary Language: Ward Counlty: D
| Phone: 211.2417896 |
Case Number: Case Wao ker: Family Size:

Figure 4.33 — Recipient Base Window Showing Member Information

6. On the Recipient Base window click the DOB field and then click File. From
the drop-down menu click Audit to display the Audit Trail window. Click the

Show All button.

)] Audit Teail

Mam User Cde Action

Dte Spsdate

-0 x]

Wam Last

Show Inserts

Code Rezolution |

Show Deletes |
Print |

Show All |
Exit |

Figure 4.34 — Audit Trail Window

This window displays any changes to the member’s base information. Scroll right to
find the Date of Birth field. This field shows the date of birth prior to the change
made in Indiana4/M. Dates with significant changes such as 20 years or more, or to a
different month are investigated. For example when a birth date changes from
December 12, 1978, to February 1, 1952, review the prior changes to determine if it is
due to a typographical error or contact the caseworker for an explanation. If the
change was not significant, and the discrepancy appears to be a clerical error, for
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example the date was changed from December 12, 1978, to December 12, 1979, no
action is required.

I Jaudit Trail [_TOlx]
Mam Uger Cde Action Dte Syzdate Sak Recip  Sak Caze  |d Medicaid
DSIEPROD 1] 5/6/2003 0B:12:26 ER2309 0
| Kl | 2
Show Inserts | Show Deletes |
Code RBesolution | Print | E xit |

Figure 4.35 — Audit Trail Window Showing Audit Trail Information

J Jaudit Trail =l
Adr City Adr State Adr Zip CodeAdr Zip Code 4 Mum Ssn Dte Bith - Dte Death Cde SexCde RaceC
EVAMSYILLE 47711 19851103
L | i

Show Inserts | Show Deletes Show All |
Code Beszolution | Print E xit |

Figure 4.36 — Audit Trail Window Scrolled to Right

i

Aid Categories with Age/Time Limits

Certain aid categories have set age and time limits. This report identifies recipients

with open eligibility in Indiana4/M who have exceeded an age or time limit. For

example, Transitional Medical Assistance (MA F) is often given to members who
Library Reference Number: CLTP10001 — Volume 1 4-23
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were on another aid category and only need assistance for a short time. The time
period for this aid category is typically 12 months. Anyone in this aid category for
more than 12 months would be reviewed. This report is separated by county. It is
only necessary to focus on the items =/> 90 days. The following steps are used to

work the Aid Categories with Age/Time Limits report.

1. Open the OnDemand application and access the ELG0410M report. The date
range is the first day of the month through the last day of the month. This
allows access to the report for the month selected, even if the specific day is
unknown.

v Dnbremaend - [FLG- 0410 - Aid Calegories With Age Limits]

[ Be Edk Vew Seach Notes Optiors Widow Hel

=T
=181 x|

@@ Q0 @@ MBI B D BIEE| s

BEFORT:  ELG-0410-M IndianahDi BN DATE: =
PROCESS:  ELGIMALD ATD CATEGORTES WITH AGE/TIME LIMITS M TTHE:
LOCATION: ELGP410A CYCLE DATE: 06/26/2003 PAGE WUM:
lease wonkER  ATD nrn LAST HAME PIRST WAME  MI BIRTH cASE TELEFHONE EFPECTIVE 1

I CATEGURY PATE HUMBER HunBER DATE

ey @1 apans

hro1ozy m r 102069126799 JRCKSON CARLA L 19631019 1024068002 2603092712 200111
hro1022 MA X 103294178199 BRANDT HOPE M 20020614 1020630154 2603345114 200200
01022 wox 103284353008 1Ay GRACE s 3152 200300
hro1ozz mox 103296739699 AUSLAND ANpREW n : zouzo0
hro1022 HA X 103296760499 AUSLAND DRAYVEN A 20020623 1000476295 2603090551 20020
01027 A X 103233220599 TREACE CHLOE M 20020308 1004023089 200207
M01027 MA X 103289069999 DOHOVAH HICHOLAS P 9 200200
hro1o27 W x 103295806798 BATDURY CHRISTOPHER 0 20020621 1016845503 2607242500 200200
bo1028 MA X 103260690509 STEVENS CAMERON N 20020300 1021284441 2607244079 20020
w1028 A X 103284700499 HAHNA TIHATHY P 20020605 1020633679  26036B1499 200200
M01028 MA X 103285600599 HELMS AALTYAH H 73 200200
hro1oz0 WA x 103296862099 HuNT MAKAYLA S 20020611 1000891430  Z60IGU9IEL 200200
bo1028 MA X 103300302909 BOMLANDER: HOON 20020615 1021205280 2607284099  20020¢
Wn102a WA X 103303652409 KELLER HAYLEE W 2002061 1071304926 2607010928 200200
hro1o2y mox 1032v0TE 34 HARRISUN GLURIA n 7 r zouzm
hroanz WA x 103268942299 POSTER KYLIE M 20020503 1014863334 J170IL667 20020
01024 A ¥ 103298938499 SOLMES Jomm W 20020620 1020869325  260I6B7INA  20020¢
w1028 wo¥ 101375967008 HILTY 15ARC I 20020520 1022707473 200207
hro1ozu m oz 10113510498 JumHsUR ALex A 19970617 1020048672  26USVZETCE  ZOUI0C
ety 02 ALLEN

hrozaz6 ¥z 2 102396874198 SCHHEIDER HATTHEW A 199707135 1013067604 2607476494 20030
h02326 HA 2 102396474199 SCHNEIDER HATTHEW A 19970715 1013067604 2607476494 200307
benz707 A 4 100225444799 HOLMES SANTAMNA L 19850623 1024343236  7194BE9E64 199911
M02707 MA 4 103488538299 HILL JERRID E 19850614 1024023259 200200
hroz 707 m 101125767098 BLACK DENISE N 1SHI0514 1013306842 199007
bo2200 ¥2 10 100133557799 DUNBAR MATALYA T 19840317 1023064841 2607453352 200301
LECE 1102 A

[finbee - Wieroso .| Bfsession - [24 ¢ .| P Morw - Procket... | ) g Snaech .. | [ Sumpend 106 ... | 5 Mockcare Ot ..| SARE: Meckearn Del

.|z

Figure 4.37 — OnDemand Window Showing ELG0410M Report

2. Print only the lines that show 90 days or greater. The SE responsible is asked
to place the report in an Excel spreadsheet. The eligibility analyst then sorts
by the days lapsed, and prints only the lines that show 90 days or greater.
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3. Log on to IndianaAIM.

IJSrstem Logon !El

Indizna &k

INDIANA AIM LOGON .

Production

Please Enter Your User ID and Password

Uszer ID | ||
0K I

Password ”
Cancel |

Hew Password ”

Figure 4.38 — IndianaAIM Logon Window

4. On the Main Menu — Production window click Recipient.

Main Menu - Production

File  Applications

Indiana &1

Prior Authonzation Third Party Liability

Adhoc Beporting | Provider |
Claims | | Becipient i
Financial | Reference |
Managed Care | Security |
HMARS | SRS |
| |

|

Phone Tracking Project Tracking System

Exit IndianaAlM |

Figure 4.39 — Main Menu — Production Window

Library Reference Number: CLTP10001 — Volume 1 4-25
Revision Date: August 2004
Version: 3.0



Section 4: Eligibility TPL Operating Procedures — Volume I

5. The Recipient Search window displays. On the Recipient Search window, in
the RID No: field, type the member ID number and click Search.

=1o1xl

Recipient Search

Filz | Edit Applications Options  Addtl Options
RID Mo.: | 133133173153 PreviousID:[______ ]
Medicare 1D: I:I Case Number: I:I

Birth D ate: [0000/00/00]

J| First Mame: I

Last Hame: |

»

Hew Select | Exit |

Figure 4.40 — Recipient Search Window Showing RID Number

6. The Recipient Search window displays the members found in the Recipients
Found field. Click the highlighted member to display the Recipient Eligibility

window.

IJRecipient search

File Edit Applications Options  Addtl Options

RID Mo.: 123123123123 Previous ID: I:]

Medicare ID: I:I Case Number: I:]
Birth Date: |D0D00D/00/00

S di——
| First Hame:

Last Name: |

Recipients Found: 1
RID Mo ame B Date
ane 1924/12/24

23123123123 Doe

Figure 4.41 — Recipient Search Window Showing Members Found
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7. On the Recipient Eligibility window, click Options. From the drop-down
menu, click Eligibility and from the slide-out menu, click Standard. If
eligibility is closed the process is complete. If eligibility in an age or time
defined category is still open, further research is required.

J Jrecipient Eligibility -0 x|
Fil= Edit Applications | Options  Addtl Options
RID No.:[123123123123 | Mame:/DOE_IANF O I

Health Program Eligibility

Health Effective End
Program Date Date

2000411401 22991243

2000/08/01 2000/09/30 Hew Pgm |

Aid Category Eligibility

Aid Effective End Stop
Category Date Date Reazon

2004/02/01 2299112731 | Open

2003412/0 2004701731

2000411701 2003711730 New Aid

Save I E xit |

Figure 4.42 — Recipient Eligibility Window Showing Eligibility Information

8. To complete additional research open the /CES application. Type gatewayl
on the lower left corner on the State of Indiana ACF/VTAM System Log On
window and press Enter.
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=i Session A - [24 x 80]

=10l x|

File Edit Transfer Appearance Communication Assist ‘Window Help

JB BB M e | 59 | B
PrtScrm Copy Fazte Send | Recy Display | Color tap

Fecord | Stop

STATE OF INDIAMA
ACF /Y TAM
SYSTEM

FRESS EWTER KEY
FOR LOGOM HELP

gatewayl_

Connected to remote serverfhost 165,139,207.2 using port 23

Figure 4.43 — ICES Logon Window

9. The Entry Validation window displays. Type the user ID and password in the

appropriate fields and press Enter. The CL/SUPERSESSION Main Menu
window displays.

= ESession A - [32 » 80]

_|of %]
File Edit Transfer Appearance Communication Assist  wWindow  Help
E e [ 3 | ]
Y B & & | T | B %W e
PrtScrn Copp | Paste Send | Recw Display | Color Map Record| Step | P

Bulletins:

EMTER

Connected bo remote server/host 165,139,207, 2 using pork 23

Figure 4.44 — ICES Entry Validation Window
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10. Tab to /CES and press Enter.

1 I Session & - [32 u 80] o =] 3

File Edit Transfer Appearance Commurication Assist Window Help

El| B3| | % = | | %
PitScrn Copy | Paste Send | Recy Display | Colar Map FRecord | Stop
Opt F T

ey
Multi

Connecked to remote serverfhost 165,159,207, 2 using part 23

Figure 4.45 — CL/SUPERSESSION Main Menu
11. The View Flash Bulletins window displays.

= Session A - [24 % 80] : _ o) x|
File Edit Transfer Appearance Communication Assist ‘Window Help

BB 2T = | By
Copy Fazte Send | Recy Display | Color tap Fecord

e
FrtScim
WIEW FLASH BULLETI

Stop
14

) IBUTED TO RECIPIEN
T WILL BE HELD IF T
T AMCE, THE 5

E. AD
STRATIYE LETTER.

MWOTE: A OWE-TIME WOTICE WILL BE SEMT TO TAMF RECIPIEMTS

NEXT TRAN : I i1 |  1F.E

Connected to remote serverfhost 165,139,207.2 using port 23

Figure 4.46 — View Flash Bulletins Window

12. Press Enter and the Welcome to ICES! System Selection Menu displays. To
view running record comments, type CLRC in the Next Tran: field. Type the
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case number and today’s date in the PARMS: field in the format indicated by
the example. Press Enter.

i Session & - [24 x 80] =]

File Edit Transfer Appearance Communication Assist  Window Help

T @| 5 | B
Fecy Digplay | Caolor Map Fecord | Stop

HMMS OME TO

HEML TRAW  MEMU
Ha. 1 MENL D Ha. EH MEWU DESCRIPTION

) HENUE
TR : IEEE P 1024068662 /062 TH3

046
Connected ko remote serverfhost 165,139,207, 2 using port 23 v

Figure 4.47 — ICES System Selection Menu

13. The Running Record Comments window displays.

RUNNING REC(

GENERAL
: 3000171490 INITIAL i SALLY SMITH

ENTERED  USERID ENTS
05/18/04 T18505

05/18/04 T18505

05/18/04 T18505

NEXT TRAN:

Figure 4.48 — Running Records Comments Window

14. To review the comments and determine why the age or time limit was
exceeded, type IQES in the Next Tran: field and the member ID number in the
PARMS: field and press Enter.

15. The Individual Sorted Eligibility History window displays showing aid
categories. Type IQES in the Next Tran: field and the RID number in the
PARMS: field. This displays the aid categories that have passed from ICES to
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Indianad/M. If the research indicates the aid category was exceeded, send an
email to the county DFC requesting corrective action. If an aid category is in
AG STAT column shows pending, or the ELIG STAT column shows pass, no
contact with county is required.

IQES INDIVIDUAL ED ELIGIRILITY HIS 05/18/04 12:56
T18505 B TEST/DEFO

MI LAST NAME 5 DOB
MICHELLE SMITH 00000000 06011998

E
T RID:
| --ELIG DATE
C NER CAT S STA BEGIN END FIAT ALIAS RID
30001658916 03012004 04302004 N
3000169916 02012004 02292004
30001659916 01232004 01312004
3000169916 06012004
3000168916 05012004 05312004
30001659916 ( .03012004 04302004

5 - 1 ' 18=1qIM 21

Figure 4.49 — Individual Sorted Eligibility History Window
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ID Card Generation and Validation
Identification (ID) cards are generated by ICES when a file is sent from ICES to
Indiana4/M. IndianadIM sends an e-mail to the eligibility analyst with the first five
RID numbers with ID cards generated. The eligibility analyst validates the first five
cards and if the first five cards are generated appropriately, it is determined the job
ran correctly.

After ID cards are created they are validated using the following steps:

1. Open the ICES application and the State of Indiana ACF/VTAM System Log On
window displays. Type gatewayl in the white space in the lower left corner
of the window and press Enter.

= i Session A - [24 x 80] =10l x|

File Edit Transfer Appearance Communication Assist Window Help
E ] [[ 3 [ | »l [ |
« EE EC = | T B &
PrtScm Copy | Paste Send | Recw Display | Calar I ap Fecord | Stop Flay Cuit

----------------------

STATE OF INDIAMA
ACF/WTAM
SYSTEM

PREZS ENTER KEY
FOR LOGON HELP

gatewayl_

Connected to remate server/host 165,139,207, 2 using port 23

Figure 4.50 — ICES Logon Window

The Entry Validation window displays.
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2. Type the user ID and password in the appropriate fields on the window. Press
Enter.

ession A - [32 x 80] =[]

File Edt Transfer Appearance Communication Assist  Window Help

2B 2| % =l ol el M o

Copy Paste Send | Recw Display | Color Map Record | Stop Play Quit

p— T p—————————
I

Entry Val tio

EHTER U

Connected to remate serverfhost 165.139.207.2 using port 23

Figure 4.51 — ICES Entry Validation Window

3. Tab to ICES and press Enter.

Session & - [32 x 80]
Edit Transfer Appearance Communication Asgist  Window  Help

SRR N | Lot |
Copy | Paste Send | Hecv Display | Color Map Record | Stop Play Quit
t o p

Opti e Eeatur He

=181

|Connected ta remote serverjhost 165,139,207 2 using port 23

Figure 4.52 — ICES CL/SUPERSESSION Main Menu
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4. The View Flash Bulletins window displays. Press Enter. This window is used
to provide messages from the ICES project team to the county caseworkers.

= i Session A - [24 x 80]

. =10l =]
File Edit Transfer Appearance Communication Assist Window Help

BB o | % E =]
Copy | Paste Send | Re Dizplay | Color tap

YIEW FL BULLETINS

ety
Quit

I—UJ:I
Play
1]

jo)
Stop

»
foc)

Record

TION TRAINING UPDATE DATE:

]
ITY: 0

*IMPORTANT INFORMATION*

ANOTHER

" INTO
EFFECT........ TH

WHAT WILL REAL

] OHD ) A ulEl
0, THE FULL FAMI ) . ECIPEIENT
{CE WITH A AC WITH A

- MORE BULLETIN T
TrAN : [ Ff

Connected ko remote serverfhost 165,139,207 .2 using port 23

Figure 4.53 — ICES View Flash Bulletin Window

5. When ID cards are generated, an e-mail is systematically sent to designated
users, such as the eligibility analyst, for verification. The e-mail subject line
reads: List of RIDS with ID Cards Generated on... and includes the specific

date. Open the e-mail to view the member ID numbers of the first five ID
cards generated on the given date.

4-34
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% List of RIDs with ID Cards Generated on Tuesday - May 25, 2004

Eile Edit ¥iew Insert Format Tools Actions Help

EygReply | CRReplyto Al | W Forward | S Y X +-w- .

From: DSIE Prod [dsibprod@inxix. hcg, eds, com]

Ta: elgd0&0@dsibsun inxix hcg,eds, com; elgse@dsibsunz.inxix.hcg,eds.com
o

Subject: List of RIDs with 1D Cards Generated on Tuesday - May 25, 2004

Sent: Tue 5/25/2004 §:30 AM

Section 4: Eligibility

=lolx

Following amre the first five RIDs who had ID Cards generated
on Tuesday - May 25, 2004:

3000313893519
302445651319
303316931419
303642411019
3036A0561119
Total ID Cards Printed = 1676

If you have any questions, please contact the Eligibility SE
at EDS. Thank you.

El

Figure 4.54 — System E-Mail Showing ID Cards Generated

6. Open the ICES application, in the Next Tran field type IQMA, in the PARMS

=1 Session A - [24 x 80]

File Edit Transfer Appearance Communication Assist Window Help

[ 1]
el WG

Stop Play

MEMU
PTION MO,

TRATION
MOUIRY

10

IIPTION

CE TABLES

D EXC GE
APPLICATION EMTI
MAINTAIN ADMIN

ED MENUIEE
198233494899

Connected ta remote serverfhost 165.139,207.2 using port 23

8 [=] 1]

=
Guit
&

field type the first member ID number from the email and press Enter.

Figure 4.55 — ICES System Selection Menu
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7. The AIM Issuance History window displays. This window displays the Request
Date and the Issue Date. Verify that the Issue Date in ICES matches the
generated date in the e-mail. Check all five RID numbers to ensure that ICES
identifies cards generated by Indiana4/M for each RID. Contact INXIX
Systems Support about any cards that do not appear in ICES.

AIM ISSUANCE HISTORY

SINGLE

REQUEST ISSUE

Figure 4.56 — ICES AIM Issuance History Window
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Suspended ICES Recipient Duplicates

When ICES passes information to update Indiana4/M, it rejects update of a RID
number for the following:

» Social Security number currently on file in Indiana4d/M

+ First five digits of the last name, the first three digits of the first name, and the
date of birth match a member ID currently on file in Indiana4d/M

The rejected items appear on the Suspended ICES Recipient Duplicates report. The
following steps are taken to generate this report and correct the rejected items.

1. Log on to IndianadIM.

IJSystem Logon !E[ E
INDIANA AIM LOGON

Production

Please Enter Your User ID and Password

U=er ID I I
0K
Password | I
Cancel |

Hew Password | I

Figure 4.57 — IndianaAI/M Logon Window

2. Click Recipient on the Main Menu — Production window.
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Main Menu - Production

File applications

Indiana &M

Adhoc Beporting | Provider |

Claims | | Recipient I

Financial | Reference |

Managed Care | Security |

HARS | SRS |

Prior Awuthorization | Third Party Liability |

Research/Project Tracking System |

Exit IndianaAlM |

Figure 4.58 — Main Menu — Production Window

3. The Recipient Search window displays. Click Options, and then click
Suspended ICES Dupe on the drop-down menu.

lJRecipient Search | _ (=] ]
File Edit Applications Options  Addtl Options
RID No I PN :I
Medicare I1D: l:l Case Number: :I
SSN: : Birth Date: D000./00/00|
Last Name: | J| First Mame: I
Hew Select E xit

Figure 4.59 — Recipient Search Window
The Suspend ICES Recipient Duplicates window displays.
4-38 Library Reference Number: CLTP10001 — Volume [

Revision Date: August 2004
Version: 3.0



TPL Operating Procedures — Volume |

) _J5uspend ICES Recipient Duplicates [_ O]
File Edit Applications
RID: | Case Worker ID: |:I Recip Last Name: |:I
e — T S
Last First Birth Case Case
Status RID No. Name Name SSH Date Number Worker |
4| | »
—--——-- Suspect Duplicates -————
Birth Case Case
RID No. Hame SSN Date Number Worker
Recycle | Beject | Ezit | Export List

Section 4: Eligibility

Figure 4.60 — Suspend ICES Recipient Duplicates

4. Type the appropriate date in the From Date: field in CCYYMMDD format

5. Type the appropriate date in the 7o Date: field in CCYYMMDD format.
6. Click Search to display the duplicates listing.

) Jsuspend ICES Recipient Duplicate:
File Edt Applications

AD: [ ] caseworkeriD: ] mecip Last Name: [ |

From Date: [2003/04/30 To Date: [2003704730 Conty: [ = Seaich
Last First Bitth Case Case
Status RID No. Name Name SSH Date Mumber Worker |

4| | »

weeneene- Guspect Duplicates -

Birth Case Case

RID No. Name SSN Date Numb Worke

Recycle | Reject | Exit | Export List

Figure 4.61 — Suspend ICES Recipient Duplicates Showing Dates
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7. On the toolbar, click File. On the drop-down menu, click Print and then click
Data Window to print the report.

I'Jlndiana AIM Online Pr... E3

Indlinna Al Screen |
' Window |

Print

Figure 4.62 — IndianaAlM Online Print Window

8. Type each member ID number in the RID No: field at the top of the window
and click Search. Double-click the Status field indicating Reject status to
display the suspected duplicate. If multiple lines are displayed indicating
multiple rejections, look at the suspense date. If over two weeks old, send a
second request to the county. If under two weeks old, no further action is
required at this time.

] 'Jsuspend ICES Recipient Duplicates _|EI ﬂ
| File Edit Applications
R0 i Case Worker1D: [ Recip LastName: [
From Date: 20030430 To Date: [2003/04/30 County: l:
Last First Birth Case Case
Status RID No. Name Mame 55N Date Number Worker |
: | REJECT 123123123123 DOE JOHN 1231456789 19950202 1112233344 w2
L | »
---------- Suspect Duplicates ----—----
E Birth Casze Case
: | RID Mo. Name 55N Date Humber Worker
Becycle | Eeject | Exit | Export List

Figure 4.63 — Suspend ICES Recipient Duplicates Window Showing
Duplicates
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Section 4: Eligibility

9. To verify the suspected duplicate member number in Indiana4/M click
Recipient on the Main Menu — Production window. Type the member ID
number of the suspected duplicate in the RID No: field on the Recipient
Search window and click Search. The Recipient Search window displays the
members found in the Recipients Found field.

'JRecipient Search
File Edit Applications Options  Addil Options

RID Mo.: 123123123123 Previous ID: l:l
Medicare 1D: I:J Case Number: I:]
SSN: :l] Birth Date:
Last Hame: | ] First Mame: |
FRecipients Found: 1
RID B Date
23123123123 Doe ~ane 19241224
MHew | | Select I E xit |

Figure 4.64 — Recipient Search Window Showing RID Number

'JRecipient Search
Fil= Edit Applications Options  Addel Options

RID Mo.: m Previous 1D: I:l
Medicare ID: I:] Case Number: I:]
SSN: :] Birth Date:
Last Name: | || First Name: [ ]
Recipients Found: 1
23123:23’;23 Doe ~ane ’;924?':2..-"24

Exit |

|

Figure 4.65 — Recipient Search Window Showing Members Found
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10. Click Options and click Eligibility from the drop-down menu. Click
Standard from the slide-out menu to display the Recipient Eligibility window.
On the Recipient Eligibility window click Options and then click Base to
display the Recipient Base window. Move the Recipient Base window and
align to view both the Recipient Eligibility window and the Recipient Base
window. Compare this information to the information in ICES for the rejected
member ID.

J_Irecipient Eligibility

File Edit Applications | Options  Addtl Options

i

RID No.:[123123123123 ] Hame:[DOE_IANF O ]

Health Program Eligibility

Health
Program

End
Date

2299/12/31
2000/09/30

Effective
Date

2000411701

2000/08/01

Hew Pgm

Aid Category Eligibility

End
Date

Aid
Category

Effective
Date

2004 /02/M
2003/12/m
2000411/

Stop
Reason
2299/12/31 | Open
200401731

[2003/11730

Hew Aid

Figure 4.66 — Recipient Eligibility Window Showing Eligibility Information

IJRecipient Base
File Edit Applications Options  Addtl Options

=1o]

RID No.: 123123123123 Active: [YES | Age: Money Grant: [YES vl
Name: {DOE 3 [JANE ||§| Suspect:
Address 1: [123 PUBLIC AVENUE Facility Code: |:
Address 2 | Alien; [Legal ]
City: [ANYTOWN | State:IN ] Zie: Race: [1_]|
Birth Date: Sew Marital Status: EI
Death Date: SSN: 1234.56.7891]  ward Code: (NO____ <1
County Code: Primary Language: Ward County: l:l

| Phone: 211.241.7896 |

ICase Number: 1234567891

Case Wa ker: |[W12345 Family Size:

New | Save I

MHext RID No_

Exit |

Figure 4.67 — Recipient Base Window Showing Member Information
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11. Open the ICES application and type gateway1 at the bottom of the Session A
log on window and press Enter and the Entry Validation window displays.

= 1 Session A - [24 » 80] E =101

File Edit Transfer Appearance Communication Assist Wlnduw Help

JEB| BB R % = v | B | |
PrtScin Caopy Paste Send | Recw Display Eo\or Map Recard | Stop Flay Duit

STRTE OF INDIAMA
ACF/YTAM
SYETEM

PRESS EMTER KEY
FOR LOGOM HELP

gatewayl_

Connected ko remoke serverfhost 165,139,207 .2 using port 23

Figure 4.68 — ICES Logon Window

12. Type the user ID and password in the appropriate fields and press Enter and
the CL/SUPRESSION Main Menu displays.

= i Session A - [32 x 80] E =101 x|

File Edit Transfer Appearance Communication Assist Wlndnw Help

» *l n
JEB DB R T B e S | S|
PrtSein Copy | Paste Send | Recv Display | Calor tap Record | Stop Play Guit

Entry idation

EMTER USERID

Connected to remate serverfhost 165.139.207.2 using port 23

Figure 4.69 — ICES Entry Validation Window

Library Reference Number: CLTP10001 — Volume I 4-43
Revision Date: August 2004
Version: 3.0



Section 4: Eligibility

4-44

13. Tab down to /CES and press Enter.

Session A - [32 & 80]
File  Edit

Transfer  Appearance  Communication  Assist

wWindow Help

= | %3
tdap Recard

4]

=]

o
=

Connected ta remote server/host 165,139,207,2 using port 23

TPL Operating Procedures — Volume I

=10l x]

pea s Wy
Stap Flay (it

Figure 4.70 — CL/SUPERSESSION Main Menu

14. The View Flash Bulletins window displays. Press Enter.

= § Session A - [24 x 80]
File Edit

Transfer

e

Copy Paste

Appearance  Communication  Assist  Window Help

= | By
Send | Recy Map Record

EN R ). FOR CARDS THI
Y TO REFIM AMD THEM LIMK

THE HELF

E BEEM IMFORMED
E AELE TO PIN

SHOLLD

ERT Ther: I~ : 7

Connected ta remate serverfhost 165,139,207.2 using port 23

=B x|

| & | e
Stop Play Quit

Figure 4.71 — View Flash Bulletins Window
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15. The ICES System Selection Menu window displays.

=2l Session A - [24 x 80] ] 5}
File Edit Transfer Appearance Communmication Assist MWindow Help

v | e
Record | St

MENU
M.

PER RE
- TION EMTR ONLINE POLI
- MAINTAIN ADP )
3 TO SIGHOFF #x#
THE DESIRED MEHUJNE

NEXT TRAN : [ ¢

Connected to remote serverfhost 165,139,207, 2 using port 23

Figure 4.72 — ICES System Selection Window

16. AEICI in ICES can help verify addresses of new cases to existing cases in
IndianaA4/M if in the same county. If not in the same county, check the
County/ICES Recipient Cross Reference (AECCR)/case number and the
Household Relationship (AEIHH) in ICES. View and compare household
members and household relationships of both cases. This will help to
determine if this is an actual duplicate RID number. The Running Record
Comments (CLRC) may help if there are caseworker comments. Type IQIS
in the Next Tran field. Type the required information in the Parms field,
including the slashes, as indicated in the following example: Last name/first
name///date of birth. The date of birth must be typed in MMDDCCYY
format.
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= i Session & - [24 k 80] =[]

Eile Edit Transfer Appearance Communication Assist  ‘Window Help
|3
o | M = e T =l e e
Send | Recy Map Record | Stop Play Guit

LECTION

FEMU TRAM FEMU
HO. STEM MEMU SCRIPTION CODE HO.

12 -
13 -
14 -
15 -

IRED MEHUEE
RIFAMMEENE iqi-  JEGENER cmith/christian/// 12151995

X TEM
Connected to remote server/host 165.139,207.2 using port 23 A

Figure 4.73 — System Selection Menu Showing Next Tran and Parms Fields

17. Press Enter. The Name Match window displays. All members with this name
are listed, along with their birth date. Compare the suspected duplicate
information in Indiana4/M to the rejected RID information in ICES to
determine actual duplicates.

04 12153
mMss012 7B TEST /DEFOR

LAST NAME FIRST SSN/RID 0B S R
SMITH MISSY

SEL LAST FIRST MI SUF  SSN DOB
SMITH MICHELLE 06/01/98

=

APPL /CASE A
3 3000171490
SMITH MICHELLE 06/01/98 3 3000171706
SMITH MICHELLE 06/01/98 ¢ 3000171763
SMITH MICHELLE 06/01/98 2 3000171813
SMITH MICHELLE 06/01/98 3000171821
SMITH MICHELLE 06/01/98 3 3000172126

MICHELLE 06,/01/98

£ £ £ = = = £

3 3000172142

15=IQIG 16 L1

Figure 4.74 — Name Match Window
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18. When a duplicate is identified both RID numbers must be linked in ICES. Send
an e-mail to the county DFC office to request linking the member IDs. The
office is determined by the caseworker number. The caseworker number
begins with W and the next two digits identify the county. To determine the
individuals who are authorized to link RID numbers, type RFDI in the Next
Tran: field, and TASA in the PARMS: field and press Enter. This will
display a list of people authorized to link RID numbers. The contact list at
directory path L:/Package Three/ Eligibility/Contacts provides the e-mail
address of the people who can link RID numbers.

19. When verification determines the rejected member is not actually a duplicate,
for example a set of twins, highlight the rejected line and click Recycle. This
allows the member ID in ICES to update Indiana4/M.

i lJSuspend ICES Recipient Duplicates o s il
1 : Case Worker ID: I:I Recip Last Name: l:l
From Date: | Topae [ e |
Last First Birth Case Case
Status RID Ho. Name Hame 55N D ate Humber Worker |
< | »
---------- Suspect Duplicates -
1 Birth Case Case
;. | RID No_ Name 55N Date Number worker
| Recycle | Beject | Exit | Export List |

Figure 4.75 — Suspend ICES Recipient Duplicates Window
20. After all non-duplicates are recycled, click Export List.

| lJSuspend ICES Recipient Duplicates ] 53
| File Edt applications
-~ Cove worker 1D: i Lot N
From Date: [20030430 || To Date: [2003/04/30 | County: :
Last First Birth Case Case
Status RID No. Hame Name 55N Date Number Worker |
REJECT 123123123123 DOE JOHN 1231456789 199502702 1112233344 w1121
4 | »
---------- Suspect Duplicates --—-----—--
Birth Case Case
RID No. Name 55N Date Number Worker
124123123124 DOE JOHN Q 1212343456 19951212 1112233344 W12345
‘ Recpcle | Heject | Exit | Export List

Figure 4.76 — Suspend ICES Recipient Duplicates Window
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The Save As window displays prompting the user to select a location for storing the
Duplicate List.

Save As n E
Savejn:lﬁ ty Documents j - I‘j‘ -

@My Pictures

File name: | Save I
Save as type | Test with headers =] Cancel |

Figure 4.77 — Save As Window

21. Click the drop-down arrow in the Save in: field and select the appropriate drive
and folder. Type the file name and click Save. This saves the remaining
rejected items as a Notepad document, with a *.#xt file extension, for future
reference.

Save As n
Savejn:l@ ty Documents j - I-:jg -

@My Pickures

File name: ~ [JUN 200302

Save as tupe: ITe:d with headers j Cancel |

Figure 4.78 — Save As Window Showing Document Name

Out of State Members

When the Recipient Base window in Indiana4/M has an out of state address, it is
shown on the Out of State report generated from the Business Objects query.
Verification that the case has been closed is required; however in some instances the
case should remain open. For example if the member lives in Indiana on the state line
and has a post office in another state or lives in an institution, the member will have
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open eligibility with an out of state address. Verification of this report requires the
following steps:

1. Logon to Indianad/M.

) Jsystem Logon — =
INDIANA AIM LOGON Incliana Al

Production

Please Enter Your User ID and Password

User ID | I
114 I

Password II
Cancel |

Hew Password II

Figure 4.79 — IndianaAIM Logon Window

2. Click Recipient from the Main Menu — Production window.

Main Menu - Production

File  applications

Indiana A1

Adhoc Heporting | Provider |

LClaims | Recipient

Financial Reference
Managed Care Security

Prior Authorization Third Paity Liability

HARS | SURS |

Phone Tracking Project Tracking System

Exit IndianaAlM |

Figure 4.80 — Main Menu — Production Window
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3. Type the RID number and click Search.

lJRecipient Search [ (O]
Fle Edit Applications Options  Addt Options
RID No: {7 Previous I:[ ]
Medicare 1D: I:I Case Number: I:I
S5N: l:. Birth D ate: |0000/00/00|
Last Name: | ]| First Name: I
-
Hew | Select | Eaxit |

Figure 4.81 — Recipient Search Window

Recipient Search N ] |
File | Edit Applications Options  Addtl Options
RID No.: | 133133123153 PreviousID:[______ ]
Medicare 1D: I: Cage Number: I:
S5N: :I Birth Date: |0000/00./00|
Last Hame: | J| First Name: I
Hew Select | Ezit |

Figure 4.82 — Recipient Search Window Showing RID Number
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4. On the toolbar, to determine if eligibility has ended click Options and click
Eligibility and Standard.

'J Recipient Search
File Edit Applications Options  Addtl Options

RID No.: m Previous 1D: I:l
Medicare 1D: I:] Case Number: I:l
55N: :] Birth Date:
Last Name: | ]I First Name: |

Fecipients Found: 1
HID 0 ame B [) ate
23123123123 Doe ~ane 19241224

Hew ‘ | Select I E xit |

Figure 4.83 — Recipient Search Window Showing Recipients Found

5. Ifthe eligibility has ended, this process is complete. Make appropriate
comments beside that line of the report. If eligibility has not ended, continue
the process.
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] Jrecipient Eligibility ] 3
File Edit Applications | Options  Addtl Options
RID No.:[123123123123 | Name:DOE_IANF O I

Health Program Eligibility

Health Effective End
Program Date Date

2000411701 2299412431

2000408701 2000/09/30

Aid Category Eligibility

Category Date Date Reaszon
200402701 2299/12/31 | Open

2003412701 2004701731 || [Regular |
2000411701 2003/11/30 New Aid

Aid Effective End Stop ‘

Figure 4.84 — Recipient Eligibility Window

6. Click Options and Base, the Recipient Base window displays the address and

Ward code. Wards can have an out of state address with an Open eligibility
status.

File Edlt Applications Options Addt Options

__X

RID No.: [123123123123 Active: [YES | Age: @ Money Grant: [YES !
Name: DOE [W‘m Sugaec]_ |
Address 1: | Joh Corp | Facility Code:
Address 2: [009 Job Corp Lane ] Alicn: m
| — D o R
Birth Date: Sex Marital Status: EI
Death Date: SSN: @ ‘Ward Code: [EZ

County Code:

Primary Language: |[ENGLISH ~§ ‘Ward County: l:'

| Phone: 211.241-7896 |

‘CMB Number: 1234567691 Case Wo ker: [\W12345 Familp Size:

‘Nexl RID No New ] Save I Exit |

Inquire |

Figure 4.85 — Recipient Base Window
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7. Logon to ICES.

= i Session A - [24 x 80]

=10l x|

File Edit Transfer Appearance Communication Assist  Window Help

‘ EERNERIC N = | B | %
PrtScrn Copy | Paste Send | Recw Dizplay | Color Map

Fecord | Stop

STATE OF IWDIANA
ACF /Y TAM
SYSTEM

FRESS ENTER KEY
FOR LOGOMN HELF

gatewayl_

Connected to remote server/host 165,139,207, 2 using port 23

Figure 4.86 — ICES Logon Window

=i Session A - [32 x 80]

=10l x|

File Edit Transfer Appearance Communication | Assist  wWindow Help

EERNERIC N = | B | %
PrtScrn Copy | Paste Send | Recw Dizplay | Color Map Fecord | Stop

Emtry Yalidation

Bulletins:

EMTER USERID

Connected to remote server/host 165,139,207, 2 using port 23

Figure 4.87 — ICES Entry Validation Window
8. Tab down to ICES and press Enter.
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ession A - [32 x 80]
File Edit Transfer Appearance Communication Assist  Window Help

Connected ta remate server/host 165,139,207, 2 using part 23

Figure 4.88 — CL/ISUPERSESSION Main Menu
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9. The View Flash Bulletins window displays. Press Enter.

= iSession A - [24 x 80]

=1o1x]

File Edit Transfer Appearance Communication Assist  \Window Help

m | m
Recard | Stop

THE CHA D0 MWOT  MEAW  THAT  THE  CLIENT  HUST

THEIR  HMEDICAL HPEN: BEFORE  WE  WILL ALLOW  THE

TO MEET EMD-DOWN. THE  MEW  POL HAS  NOTHIWG 70

ALL  WITH  WHETHER  THE  CLIENT OR  HER  OUT

Connected to remote serverfhost 165,139,207, 2 using port 23

Figure 4.89 — View Flash Bulletins Window

=i Session A - [24 x 80]

=1k

File Edit Transfer Appearance Communication Assist  Window Help

EEN =R = | %o | %o
Copy | Paste Send | Recw Digplay | Color I ap Record | Stop

PrtScim
IELCOME TO IC

LECTION HMEMU

HEHU MEMU
HO.

M. EM MEHMU IPTION

T I 15

Connecked to remote server/host 165,139,207.2 using port 23

Figure 4.90 — System Selection Menu
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10. In the Next Tran field type AEICI. Type the case number in the PARMS field
and press Enter.

=i Session A - [24 » 80] =1of x|

File Edit Transfer Appearance Communication Assist  Window Help

| %%
Map Fecord | Stop

HMHS

HEHLU
MO, SYSTEH MEMU PTION

EEMEFIT
EENEFIT R

IGEIH REICT FA 1003735787

Connected to remote server/host 165,139,207, 2 using port 23 v

Figure 4.91 — System Selection Menu Window Showing Next Tran and Parms
Fields

11. Verify the address on this window. In this case the actual household address is
in Indiana. Window AEIII shows the institution or Job Corp address.

FILE

INTERVIEW!
INTERVIEL

MBER UNIT DIR

Figure 4.92 — Case Information Window
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12. Type AEIII in the Next Tran field and the case number in the PARMS field
and press Enter. The institution address information, such as Job Corp

displays.

Session A - [24 x 80] i =lol x|

e Edit Transfer Appearance Communication Assist  wWindow  Help

B | 5| o™ | % )
FrtScrn Copy Paste end FRecw Dizp Color tMap

@m | m | g
Fecord | Stop P

INSTITUTION
TYPE
11
TUTION FOOD STAMP ELIGIBLE ©
REENING N DATE:
TUTION MEDICAID CERTIFIE
S THIS INDIVIDUAL EXPECTED TO BE IN THE INSTITUTION AT LEAS

INSTITUTION M
BEGIM EMD F LAKE

: JOLIET IL 6181l

nnected to remote serverfhost 165,139,207, 2 using pork 23

Figure 4.93 — Institution Information Window

This example shows an out of state address with open eligibility. If after research
using both ICES and Indiana4/M it appears open eligibility is incorrect and residence
is actually in another state, send an email to the county about the situation. The

county will take the appropriate action.

Summary
This concludes the introduction of the TPL Department and the eligibility function.
Department information continues in Volumes II and III. Refer to the table of
contents of those documents for specific topics.
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